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I have carefully assessed the EIV External User Administration Manual for iilytifiousing
Program. This document has been completed in accordance with the requirements of the HUD
System Development Methodology.

MANAGEMENT CERTIFICATE}hse check the appropriate statement.

The document is accepted.
The docuemt is accepted pending the changes noted.

The document is not accepted.

We fully accept the changes as needed improvements and authorize initiation of work to
proceed. Based on our authority and judgment, the continued operation of thismeyiste
authorized.

Durga P. Anakala Date
IT Project Manager

Danielle D. Garcia Date
Branch ChiefSubsidy Oversight

Jeffrey L. Avery Date
Supervisory IT Program Manager, Office of Program
Systems Managenmg
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1 Preface

1.1 Document Overview

¢CKS LlzN1J2asS 2F GKA&A YlydzZt Aa G2 LINPOARS Ayaid Nz
user administration in the Enterprise Income Verification (EIV) application for nmilfa

housing programs. It details business operational procedures for successfully performing user
administration tasks through the EIV user interface.

1.2 How This Manual is Organized

Listed below are each of the chapters contained in this manual, akihag brief description of
its content:

A Chapter 1, Preface An overview of the document and who should use this manual.

A Chapter 2, Assigning EIV Access Rights to g&amvides stegby-step instructions on how
to make EIV User Role (HSU or CAU) assigh@en i 2 W! OGA PGS Q dzASNE A
I{! 2NJ/!! NRfS lraaArayyvySyida (42 (GKS | OGAr@dS

y 21 {
dza SN

A Chapter 3, Multifamily Housing Program User AdministratiBrovides instructions on User
Administration functions, ifcdzZRAy 3 K2g (2 | LIWINRB @S RSyesz 2N Lldz
request on hold; how to certify, @ SNIAFe& > FyR SELANBS Fy 1 {! 2N /!
contract(s) or property(ies) in EIV; how to view user certification reports for users under the
CooRAYF(2NR&a LRNIF2fA2T FtYyR K2g (2 OASS |/ 22NRAY
dates.

A Appendix A, Abbreviations and AcronygBrovides a list of commonly used abbreviations
and acronyms.

1.3 Who Should Use This Manual?

This manual is intended for the foling users:
A MF Housing Program users wivVHousing Coordinator (HSC) role defined in WASS, and

A MF Housing Program users wivVHousing Contract Administrator Coordinator (CAC) role
defined in WASS

Multifamily EIV Coordinators with the HSC or CA€am# responsible for:

A Determining who at the property, management agency, service bureau, or contract
administrator (CA) should hawdser access rights to the EIV system, based on need for
access;

A Receiving and approving theid S NE Q ! a S NJ altich Bond (WAAF) deguegsNA |

A Making EIV role assignments (for NdD User (HSU) or Contract Administrator User
6/ 1100 G2 GKSANI!aSNRa ! aSNJ L5 YR LINPLISNI@6AS

Access Secure Systems (WASS);
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A Certifying, recertifé¢ A y 3 X

' YyR SELANRY3

property(ies) assigned to them in WASS; and

A Protecting EIV data from unauthorized users

§KSANI ! aSNAQ

The table below lists Coordinator functions for which the owner of the property or authedz
Caotract Administration CA official at the agency has authorized the Coordinator to perform

on behalf of the owner or CA.

User Type

MF EIV Coordinator

User ID Types EIV Role
M-ID

HSC/CA(

Functionality

View benefit and wageelated
information, as welbs verification
reports for the contracts and projects
assigned in WASS.

I LILINE @S G KSANI dza S
requests for certification, re
certification, and expiration of EIV
access through the User Requests
function in EIV.

Perform EIV User rol@SU or CAU)
NREfS FaaAadayyYSyida
unk A3aA3YyYSyida FNR)
users in WASS.

Perform HSU or CAU role assignment
to and unassignments from
contracts/properties available to their
users or former users in WASS.

Perform the User Certification function
for users under their jurisdiction.

View Coordinator Ceiftcation Report
for user status and recertification
period for Coordinators.

View User Certification Report for use
under their jurisdiction.

MF EIV Coordinaio M-1D

CAC

OI/A Cerification Report to provide the
ability to view the EIV certification
status of a contract / project for users
with HSC / HSU user role.

This manual assumes that administrators have the following knowledge or expertise:

A Working knowlede of Microsoft Windows.

A Operational understanding of PCs.
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A Operational understanding of Internet browsers.

A Understanding of basic network concepts.

A Understanding of HUD program terminology, policies, and procedures.
1.4 Related Documentation

This section prades a list of related documentation, including:

A EIV System User Manual for Multifamily Housing Program |dSeis manual provides
step-by-step instructions on how to gain EIV Coordinator and User access to the EIV system,
read benefit and wageelatedreports, and use menu options. This manual is located at:
http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/usermanual.pdf

A 21 {{ ' &S NgFar Cootdiyiadarsfthis manual providesgstay-step instructions on
how to perform maintenance of user profiles including roles and property/contract and PHA
assignment which is necessary before the user can access EIV functions. This manual is
located at:http://www.hud.gov/offices/reac/products/wass/wass_user _manual.cfm

1.5 Abbreviations and Acronyms

A glossary of abbreviations and acronyms is included as Appendix A of this document.

EIV9.9 User Administration Manuak ExternalUsers Page8
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2 Assigning BV Access

2.1 Accessing Secure SysteMASS
Step 1: Go toSecure Systems Single Sign On

The link for External users is:

https://hudapps.hud.gov/HUD_Systems
Step 2: Enter your MID (External User) and Password.

Step 3:CliO | |lbgirg &

ﬁ' ,_ User LDgin housing | mail | heln | search | home
I

Secure Systems User ID

Single Sign On Password Enter User ID
and Password
and then click

Login | | Cancel o nLogino
l

ATTENTION: This computer system, and all the systems associated with this system for User Authorization
and Authentication, are protected by a computer security system; unauthorized access to these systems is
not permitted; and usage may he monitored.

NOTE: There is an inactivity timeout of 30 minutes. Please save your work periodically to avoid being logged out

Content updated August 26, 2005

@ U.S, Department of Housing and Urban Developrnent Home | Privacy
451 7th Street S.W., Washington, DT 20410 Statement

Telephone: (202) 708-1112 TTv: (202) 708-1455
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This will bring you to the User Login screen that contains the Legal Warning, Warning Notice,
and Message of the Day.

Step4.! FGSNI NBIFRAYy3a (KS &I NYAyJaccdpy/ R aSaal 3Ss

ﬁ_ ’_ User LOgin housing | mall | help | search | home | logout
I

Secure Systems

Once you have read
the warnings and

. Message of the Day,
Legal Warning cl i cRccaptd @

Misuse of Federal Information through the HUD Secure Connection web site falls under the provision,
of title 18, Usited States Code, Section 1030, This law specifies penalties for exceeding authoriz,
access, alterations, damage, or destruction of information residing on Federal Computer;

Warning Notice

The Secure Systems security access software supports Internet Explorer /0 browser. Internet

Explorer 5.0 browser 1s supported for all processing systems except 3. Other browsers may
not be compatible with this software.

Message of the Pay

Weloome to the WMegfage of the Dayl

This wil bring you to theMain Menuscreen. Here, you will semly those WAS®ased HUD
systems to which you have been granted access.

o Main Menu
I

Secure Systems

Systems

Enterprise Income Verfication (ETWV)

Financial Assessment Submission - PHA (FASPHA
Mark-to-Ifarket (W2hD)

Management Assessment Subsvstem (WMASSY

Mulbfarmly Delnguency and Default Reporing System (MDDE)
Public Housing Assessment Systern Scores and Status (NASE)
FPhysical Assessment Subsystem (PASE)

» PIH Information Center (PIC)

Cuality Assurance Subsystem (QASS)

Feasident Assessment Subsystem (RAZS)

Tenant Assessment Subsystem (TASS) Unavailable

Woucher Management Systern (VLS

: INDRAMIL

system
dministration

+ EI¥ Assignments By User

* EI¥ Assignments To User

« PHA Assignment
Maintenance

* Usar Maintenance

» Enterprise Income
Yerification (EI¥)

» Financial Assessment
Submission - PHA

FASPHA - - -

+ Mark-to-Market (M2M) System Administration

Management Assessment . .
* Subsystem (MASS) + Business Partners Maintenance
Multifamily Delinquency
* and Default Reporting + EIV Assymments By User
System (MDDR) -
. Public Housing Assessmant o ELV Ass ents To User
ystem: . .
S(N;t:s'"l Scores and Statue o PHA Assignment Maintenance
+ Physical Assessment

Suhsvstem (DASS)

s User Mantenance

EIV9.9 User Administration Manuak ExternalUsers Pagell
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.SF2NB Al NIAy3a GKS LINRPOS&aa 2F FaaAayAy3da (GKS 9L
user roleto a contract(s) and/or property(ies) in WASS, the EIV Coordinator should make sure

that the applicant has read and understands the EIV Rules of Behavior, which is part of the

UAAF, and has also completiéad online Federal 1S&iningprogram

AssignindelV access authorization rights to EIV applicants is a-ffagegrocess.

9 First, the EIV Coordinator must assign the EIV user role (HSU or CAU) to the EIV
applicant's WASS ID

T {SO2yRX (GKS 9Lx [/ 22NRAYLl G2NJ Ydzadntract@a A Jy GKS
and/or property(ies) in WASS.

A

1 TKANRS (KS 9L+ !a8SNDRa O2y (NI OG6a0 FyRk2NI LINEL

2.2 Perform EIV User Role (HSU or CAU) Assignments to Active Users in
WASS

2.2.1 Assigningthe BV User Role dHSUE or GCAUE to the BV User@ 1D in WASS

Stepl:hy GKS yI@AIlrIGA2Yy LI ySt (2 GKS Useé8Fid X dzy RSNJ {
Maintenance& @

T8l | hein | search | home | logout

ﬂll_ Main Menu

Secure Systems

Systems
« Enterprise Income Verification (EIV)

System Administration
e Business Partners Maintenance

« EIV Assignments By User

« EIV Assignments To User

« Field Office Assignment Maintenance

e PHA Assignment Maintenance
« User Maintenance

O packtoTo

The result will bring you to thgser Maintenancescreen

EIV9.9 User Administration Manuak ExternalUsers Pagel2
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Step 2: Enter the User ID of the EIV User applicant to searcth®ELV User applicant and click
2 y'Search for Usér @

| v | e | e | e

ﬁ e System Administration

Secore Sysiems I
Llgier Mainmenanie

O this form, 7ou can siber scarch far s User
by Uscr A0, ar scarch Far Uscrs by ceferieg pour soarch coferie

syviem
adredniciration Hunﬂ'.hh'rllwlnl
e e =aean far bler™ bathan, Enter User ID and then click
. d ~ A
'L L L 0 nSearch for Userod

hl
Ewonch for Lkisr <

snarch Lisers
T search ber a atr, e a frartk cilesia fuptanal)
aavid whetry o b "hearch b " bathan,
Firt sana |
Lot S |
+ Avres Peran [ kark Arne in Himit wearch In ndependent (rers
t s st — 2
CRTL Searchlses || Casce
- atmptiss laimy —— =
« Planrial Rrpnpmat
Hemim (S5
- blaa sl irslikCaate]
* e e gy Ty
" mytmm L
A JJ&-.:lﬁ

Covuntusfatnd faphembar 16, D008 L= T
tof Houing vl ben Dasabomant Bones | Brivecy Shotemank
= . W g, DG D430
23 T-1113 T (2071 PER-LANE

The result will bring you to th®laintain Userscreen.

Step 3: UnderChoose a Functigrselectthed a I A Y i I A Y ¢'Rale&ENJ Ft dkyRPOFIAAL 25/ ©

= System Administration Tan | help | searoh | home | logout
A
o Maintain User M00345 Click on arrow to get list of
functions.

User Information

User ID M00345 < . .
First Name |FIRST - M00345 0S e I‘_Macntalp Bser
Middle Initial Profile i Roleso

Last Name |LAST - uiv
User Status |Active
Coordinator No

Maintenance
® EIV Assignments By User|
® EIV Assignments Ta User

@ Field Office Assignment
Maintenance

User Type |PHA User/Business Partner

Choose a Function

Maintain User Information v
Maintain User Information
Maintain User Profile - Actions
Maintain User Profile - Groups
Maintain User Profile - Roles

Reset User Password

® User Maintenance

@ Enterprice Income
Verification (ETV)

Content updated September 11, 2008 Qsacktos
sing and Urbzn Develapment

@ U.5. Department of H
451 Tth Stres shingtan, DC 20410
Telephone: (202) 708-1112 TTY: (202] 7081455

Step 4: Click omx §lbmité
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A I System Administration

Secane Sysienms
mlaintain User MO0405

Unsr Infermatian
Miser 100 RAO0S
First Mame Frst - MO05
Middbe Daitial
Last Mame Lag - WAZLS
Usar SAetes Ackve
Camrdigalor Ve

User Type Dusmness Fame
Chaces a Fusctian

[Eutre 4K Cancn |
& Ao P e
Pl
Eimiiny

2 Pansial B nant
Himscnbow [F5 TR L

« hlea ol dynbt Coubpy]
i LR

= il b ey Ty
" Smvinm A1

- Teamar Aesiarna
Tomtirres b | T,

3]

Hortut uzdebnd fapkernka L6, D0 LT

| e | Seare | e | logeat

Cl

i clBudmi

W b8 e, O 20420
nak e 1630 TOR-1112 TT 13031 TER-LANE

o Huing #nd Urken Dassbomant spres | Prvery Shatamerk
. i

The result will bring you to thAssign/Unassign Roles for Ussetreen.

Step 5: From theAssign/Unassign Roles for Ussereen, undeEIV¢ Enterprise Income
Verificationz & S f S84 MAL EIS- Non-| !
Administrator Useé N2 f S& F2NJ GKS
OAssign/Unassign Rolés®

ﬁ' System Administration
|

Secure Systems

Assign/Unassign Roles for User mooso4

housing | mail | heln | search | home | logout

user Information

User ID | MO0404

First Name | First Name

Middle Initial (M

* EI¥ Assignments By User Last Name  Last Name

© EI¥ Assignments To User

User Staus |Active
« PHA Assignment

Maintenance Coordinator |0
* User Maintenance

User Type |Lender

Please check/uncheck boxes to assign/unassign rales to the

ppropriate e screens
+ Enterprise Income

Disabled roles cannot be unassigned until they are repr@ved in the

Yerification (EI¥) \ EIV - Enterprise Income Yerification

, Einancial Assessment -
Submission - PHA | " cac - EIV - MF - Contracpainistrator CDV
(FASPHAY

+ Mark-to-Marke t (M2M) | [C cauU - EIV - MF - trattAdmln\stMser

« Management Assessment

Subsystam (MASS) " EIV- PIH - EIV - External Us

+ bultifaniily Delinaiency I™ HSC - MF - EIV - Housigfe@Bordinatar

ystem (MDDR]
+ Public Housing Assessment [¥ HSU - MF - EIV - Non-HUD User
ystem: Scores and Status
NASS'

o Physical Assessment
Subsystem (PASS) -
b (BASS) AssignfUnassign Roles | Gancel |
PIC

« Test Site for PIH
Information Center - PIC

Subsystem (QASS)
+ Resident Assessment

Subsystem (RASS)

Content updated June 15, 2007 Qa0 Top

@ 1.8, Departrnent of Housing and Urban Develaprent
451 7th Street S.W., Washingtan, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

e: @/Nltin:lgl\,/cAMfc Contract
ast SOuUSR 9L+

Sel ecHSUbeoo00 A

role and click on

AAssi gn/ Un aasts i
bottom of the page.

EIV9.9 User Administration Manuak ExternalUsers
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The result will bring you to thassign/Unassign Role Confirmation for Ussareen.

Step 6:/ f A OQonfigny &

System Administration housing | mall | hein | search | home | logout

Secure Systems

Assign/Unassign Role Confirmation for User M00404

Roles to Assign to User M00404
Systam Code Role Code Role Description

system EIV HSU HSU -EI¥ - MF - Mon HUD User
administration

First - HETWO1

Mo roles were selected to unassign.

* EI¥ Assignments By User

+ EIV Assignments To User CliclCoaoniii

+ PHA Assignment
Maintenance

* User Maintenance m il

+ Enterprise Income

Yerification (EIV)

Content updatad Septernber 22, 2006 °Backw'rng

@ U.5. Departrnent of Housing and Urban Developrnant
451 Fth Street 5.W., Washingtan, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

The resulting screen will show successful assignment/unassignment of role(s) to Us@KClick

m_ ,_ System Administration housing | mail | help | search | home | logout
I

Secure Systems

You have successfully assignedfunassigned role{s) to user MOD404,

& First - HEIWO1 @_/‘ Click on OK to

complete process.

+ EI¥ Assignments By User

+ EI¥ Assignments To User

+ PHA Assignment
Maintenance

* User Maintenance

« Enterprise Income
Yerification (EI¥)

Content updated Septernber 22, 2006 ° Back to Toy

@ U.5. Department of Housing and Urban Development
451 Fth Street S.W., Washington, DC 20410
Telephone: (202) 708-1112 TTv: (202) 708-1455

23 t SNF2NY |1 {! 2NJ/!! w2ftS 1 aaA3ayysyil
Contract(s) in WASS

EIV9.9 User Administration Manuak ExternalUsers Pagels
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2.3.1 Property Owners, Management Agents, andrdee Bureaus

1 For anowner, management agent, or service bureatlne assignments must be made
using theProperty Assignment Maintenancginction.

Stepl:hy GKS yI @A3IlGAZ2Y PRlopér§AssigneniiMatterfartsd G = Of A O] 2

mail | help | search | home | logout

ﬁ’. ., Main Menu

Secure Systems

Systems
ST o FERARA » Active Partners P Svstemn (APPS)
» Enterprice Income Verfication
system « Financial 1t Subsystem - Mulifamity Housing (FASSUB)

o Line of Credit Control System (eLOCCS])
» Mark-to-Market Q2

» Real Estate M System (REMS)
» Tenant 1t Subsystermn (TASE)

System Administration

istance Contract Assignment 1

+ Business Partners Maintenance

+ PHA Assignment Maintenance

o Participant Assignment M

» Password Change

» Property Assignment Maintenance

» User Maintenance

nt
Subsystem - Multifamily

S
* Mark-to-Market (M2M)
+ Real Estate Management
System (REMS)
o Tenant Assessment
ubsystem (TASS

Subsystem (TASSY

The result will bring you to thBroperty Assignment Maintenancscreen.

Property Assignment Maintenance

Please enter a User 1d:
User ID
Choose a Function:
Assign Property Vv,
For View or Unassign Property, optionally provide Servicing Site:
For Assign Property, provide one of the following:

Property ID
FHA Number

Contract Number

Servicing Site v
For Assign Property, show Property Owners:
Current Owners v
Show:
Active Properties
Sort by:

Property Name ¥
For UnAssign Property, Optionally enter a role
Role Code

[ Submit | [ Cancel |

Step 2: Enter the User ID, select from the Tax ID ddowvn list, or enter a Property ID, FHA
Number, Contract Number (or) select a Servicing Site for which the EIV $eaaipneeds to

EIV9.9 User Administration Manuak ExternalUsers Pagel6
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get the assignments from the dregown list. Enter &ole Codde.g., HSU) and click on

GSubmig odzi G2y @

Property Assignment Maintenance

Please enter a User Id:

User ID [M00402 <
Choose a Function:

Ass] — |
For Assign Property #favide one of the following or loaWeblank for all:

Tax ID -~

[ Proverty ID

‘ FHA Number

la

Enter User ID, select from the
TAX D, or enter a Property ID,

<

cm\‘act Number

MOl el

/

SeMNging Site ~| A~ /
For Assign Property, sh operty Owners: /
Currer

Show:

e

Active Properties

Sort by:

Froperty Name ~

For UnAssign Property, Optionally enter a rolg”

Role Code

HSU

FHA Number, Contract
Number or select a Servicing
Site. Enter a role code (e.g.,
HSU)and c | iSobmit®d n

Step 3: UnderRole Description (System 10; Role Code)selectNon-HUD User (EI'f HSU)
that is assigned tthe EIV User applicant and tieoperty(ies)from the list provided and click

G{ dz@Yoh G 9L +

/| 22NRAY I G2NR Ydz i

Faaxdy G2

listed on the hardcopy UAAF, undeart 1. Access Authorization, E. Portfolio.

iKS

Toassign all properties, highlight the first property and hold down the shift key while scrolling
down to the bottom. To assign one or more properties in a list, hold down the CTRL key while

clicking on each property.

AR

Secure Systems

e First - MO0404

System Administration

Assign Property for User MO0405

mall | help | search | home | logout

Choose a Role:

system

Role Description - (System ID - Role Code)

administration

+ Assistance Contract
Assignment Maintenance

+ Business Partners
Maintenance

+ PHA Assignment
Maintenance

» Participant Assignment

AFS Submitter (FASSUE - SUB)
CPa Certifier (FASSUE -
MNon-HUD User (EIY - HSL)

Se | eNon-HUD User
(EIV-HSU) role and

Maintenance
* Password Change

Choose at least one Property:
Current property owners are shown below.
Only active properties are shown.

property and then click on
fSBubmito o

+ Property Assignment

Property ID

Maintenance

-- Property Name -- TIN

+ User Maintenance

+ Active Partners
Performance System
(APPS)

+ Enterptise Income
Yerification (EI¥)

+ Financial Assessment
Subsystem - Multifamily
Housing (FASSUB)

~

» Line of Credit Control
System (el OCCS)
* Mark-to-Market (MZh

+ Physical Assessment
h (PASSY

e

EIV9.9 User Administration Manu

at ExternalUsers
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The resultwill bring you to theAssign Property Confirmation for Usscreen, which displays
the confirmation of the assignment, as shown below, and the prop@es) information to
which the User with the specified role has been assigned in WASS for EIV.

Step 4:/ t AQOrfirm&

Assign Property Confirmation for User M0O0405

User Information

User ID (100405
First Name |FIEST - M0O0405
Middle Initial
Last Name |LAST - WASS

Properties to Assign to User MOD405 for Role HSU.
Property ID Property Mame TIN
300 ) IATES | 45 7]

Cl i c ICondirmo i

Corfm Cancel

The resulting screen will show successful assignment of the property(ies) to user. Click OK.

mail | heln | search | home | logout

ﬂ’ i1 System Administration
[

Secure Systems

¥ou have successfully assigned the Property to User MOD405.

me First - MOO404

system

2.3.2 Contract Administrators Only

Contract Administratoramake assignments using tiesistance Contract Assignmie
Maintenancefunction.

Stepl:hy GKS yI@A3IlGAZ2Y Bisigidhée Confractings§nmers F G = Of A O] 2
Maintenance

A Main Menu

sucurnslmsm

Systems

= fActive Partners Ferfommance Syptem (APES)

* Froccial Aesessmenk Suboossion - FILA (FASEEA)

+ Fraecial Assessment Subsyster - Mulfifamily Housrg (TASE
# Lender Assesament Suhowsem (LASE)

L]

L of Credit Cantrol oo (eLOCCE)

® it Gt s Pt -
» pinsihbe Al Repsi Dk -ba-Bfarket (M2

s PHA Aainnment & NMpwzement Asiepirnent Subayibern (MASS)

L
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This will bring you to thAssistance Contract Assignment Maintenanseeen.

Step 2: Enter the User ID of the Ellger applicant and enter Property ID (or) Contract # or
select the CAID (Contract Assistance Identifier) for which the EIV User applicant needs to get
FaaA3dyyYSyiaa ISybRieOHONAOYN 2w (KS a

mf !7 System Administration mall | help | search | home | logout
I

Secure Systems . . .
Assistance Contract Assignment Maintenance

Please enter a User Id:
rst - MO0404. User ID k00405
Enter a Function.
SR Assign Contract -
For Assign Contract, one of the following criteria must be provided.
Property 1D
(or) Contract #

(or) CAID v

kO80T - Trad
MNDAE0T - Trad

MDB00 - PECA

MNDE00 - PECA

The result will bring you to thAssign Comact screen.

Step 3:Select thed / ! tolé, theContractsF N2 Y (G KS f A a0 SUNE@A RSR £ YR
Coordinators must assign the EIV User role (@Aly)o those contracts listed on the UAAF,

underPart 1. Access Authorization, E. Portfalido asign the entire list, highlight the first

contract and hold down the shift key while scrolling down to the bottom. To assign some of the
contracts in a list, hold down the Ctrl key while clicking on each contract.

| System Administration
ﬂ Select the CAU Role and
Contracts and then click on
fSubmito

Secare Systems [T URSERIIES

* APre IR Rale can be avvigned A% Fre NrP Cavaract
* AFart IR Bole con be susigned saly to & Fost AFF Contract
- A arked as "Baih" Con be assigned Lo either & Fre B F or 4 Past NFP Comtract

arvtem
sdeiriatratios

Asshgn contract{ <) to User{MO0405)
Select o rale Far contract sasmmm
Code Description (Pre/Peut/Bath)

CAlU - Contract Administrator User

Rales

* Camromd L mas
| D ——
vy Selectcanmtraat{s) to assmn
([ = Wew temtnnimis Comract Nurmdur Prugerty Name (Pre/Pest)

f
erfarmmns at e Contrects

v
« Catageies Ly mey
Yorrhaation 5T}

o L sl Cndt Coamnl
Annte (oA UK

« k. te Stadiet D000)

o Phnad L Lo " )
Tartam N0 )

o Leaset Areowemmet
St L1A13)
cobark ot Sartariber L4, 2109 © tsteron
C2Y UL Copatmart of siiing and Whes Savelaamant sutrm | By Latwrieet

The result will bring you tthe Assign Assistance Contract Confirmation for Usereen which
displays the confirmation of the assignment, as shown in the next screen, and the Contracts
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information to which the EIV User applicant with the specified role has been assigned in WASS
for EIV.

Step 4:/ f A OQonfigny &

System Administration mall | heln | search | home | logout

Assign Assistance Contract Confirmation for User M00405

user Information
User ID MO0405
First Name |First - M00405
Middle Initial |null
Last Name Last - WASS

Assistance Contract to Assign to User M00405 for Role HSU.

Contract Number Property Name PRE/POST
MDOot N
* User Maintenance MDOE ] . .
fearmntemines MDD N Cl i c lIConfirmo i
MDOot N
MDOt N
+ Active Parmers MDOt N
B e o w00]
. %1;3.;;! Income MDOr N
Yerification (EI¥] MD0E o

« Einancial Assessment
e - Multifamil
Housing (FASSUB)
+ Line of Credit Control
wstem (el OCCS) i Zf

« Mare-to-Market (M21)
+ Real Estate Management

Cancsl

System (REMS
+ Tenant Assessment

Subsystem (TASS)

7 System Administration mall | heln | searoh | noma | lagoun
k|
Secure Systems ‘Successtul Transaction
You have successfully assigned the Assistance Contract to User M00405,
irst - MO0 04 (6K
system
administration
Centant updatad Saptambar 16, 2008 © gack ta Ton
@ U S Dapartrnant of Housing and Urban Daveloprant Home | Prvacy Statemant
s o ST TR B 388 ass
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3 MF Housing Program
- User Administration
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3  User Administration

This section covers the administration function available to MF Housing Program User
Administrators in the EIV application.

3.1 Logging to EIV System from Secure System

The Main Menu in Secure Systems will display the list of all the systems the user i$zaathm

access in WASS. WASS authenticates the user account and displays the Enterprise Income
Verification (EIV) link to access the EIV application. The EIV option may be selected from either the
Main Menu or the left panel on the same page. Click anBhterprise Income Verification (EIV)

link.

Taq | heip | search | home | logout

ﬂ' Main Menu
E

Secure Systems

Click on Entemrisei
Income Verification (EIV)0

system
administration
e PHA Assignment

s Enterprise Income
Verification (ETV

Content updated September 11th, 2005 °Back to To

@ U.5. Department of Housing and Urban Development Home | Privacy Statement
451 7th Street S.W., Washington. DC 20410
Telephone: (202) 708-1112 TTY: (202) 708-1455

A All questions related to the MF Housing Program portion of the EIV application should be
deferred to the MF Helpdesk at800-767-7588 or by email anf_eiv@hud.gov

If the user has access to both Office of Housing (Housing) and Office of Public and Indian Housing
(PIH) programs in EIV, the user will see a Select Program Office page as showBdlelt®@ffice

of Housing (MultiFamily)¢ Access to Income Data by Subgi@ontract or Project Number

option from the selection and click ddontinue
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Enterprise Income Verification HUD Home EIV Ho

- Back to Secure Systems Select Program Office and click on Continue:

® q q . B
- Program Office Selection Office of Public and Indian Housing (PIH) - Access to Income Data by PHA

Office of Housing (Multi-Family) - Access to Income Data by Subsidy Contract or Project Number

Continue

If the user has multiple External EIV roles, a role selection page is displayed when the user clicks
the EIV link or when the user selects the Office of Housing option indPnogffice Selection page.

Select a Coordinator Role (HSC role or CAC role) option from the selection and click on Continue.

Legal Warning Page for MF Housing Program Users

For External EIV MF Housing Program users, the Acknowledgement Page apsensnasn the
following.

Before EIV will allow users to enter the system, they must check the box to acknowledge that they
will be viewing and safeguarding Privacy Act materials and the box to affirm that they have a valid
form HUD9887 on file for the farfy or will verify that users have valid form H9B87s on file,
depending on whether the Coordinator is an O/A, service bureau, or CA.

Once these boxes are checked, users can navigate the system. There are separate legal warning
pages for Property OwnerManagement Agents, and Service Bureaus and contract
administrators as shown on the next page.
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